[Your Full Name]
[City, State]  |  [Phone Number]  |  [Email Address]  |  [LinkedIn URL — optional]

PROFESSIONAL SUMMARY
Certified Medical Assistant with [X years] of experience emphasizing front-office operations, patient coordination, and healthcare administration. Skilled in EHR management, insurance verification, prior authorizations, and scheduling in high-volume [specialty] settings. Combines clinical training with strong organizational and communication skills to support efficient, patient-friendly clinic workflows.
CERTIFICATIONS
[Certification Name, e.g., Certified Medical Assistant (CMA)]  (AAMA / AMT)	[Month, Year]  |  Active
BLS/CPR Certification  (American Red Cross)	[Month, Year]  |  Expires [Month, Year]
CORE COMPETENCIES
• EHR Management: [Epic / Athenahealth / Kareo / NextGen]	• Patient check-in, registration & intake
• Insurance verification & eligibility checks	• HIPAA compliance & patient confidentiality
• Prior authorizations & referral coordination	• Multi-line phone triage & messaging
• Appointment scheduling & recall management	• Patient education & follow-up coordination
• Medical billing support (ICD-10, CPT basics)	• Vital signs & back-office clinical support
WORK EXPERIENCE
Medical Assistant — Front Office Lead  |  [Employer Name]	[City, State]  |  [Month, Year] — Present
1. Managed front-desk operations for a [X]-provider [specialty] clinic, coordinating scheduling for [X]+ patients daily.
1. Processed insurance verifications and prior authorizations with an average turnaround of [X] business days.
1. Maintained accurate patient records in [EHR system], supporting billing accuracy and reducing claim denials by [X]%.
1. Trained [X] new front-office staff on scheduling systems, patient intake protocols, and HIPAA procedures.
1. [Add another administrative achievement, workflow improvement, or patient satisfaction metric.]

[Previous Role — Medical Assistant or Admin]  |  [Employer Name]	[City, State]  |  [Month, Year] — [Month, Year]
1. [Describe scheduling, insurance, EHR, or patient coordination responsibilities with numbers.]
1. [Mention a specific tool, system, or specialty-related function you supported.]
1. [Add a measurable outcome, e.g., reduced wait times, improved authorization rate, trained staff.]
CLINICAL SKILLS
While front-office focused, capable of supporting back-office needs as required:
• Vital signs & patient rooming	• Medication administration support
• Phlebotomy & specimen collection	• Wound care & sterile preparation
EDUCATION
[Associate of Applied Science in Medical Assisting / Medical Assistant Diploma]  |  [School Name], [City, State]	[Month, Year]

Emphasize admin and coordination metrics. Use the same EHR system names listed in the job posting. Save as PDF before submitting.
